
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
DeDartment of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

FORAGENCYUSE 
ADDllcation Date 

ORDS MANAGEMENT USE 
Department of Education Application Number 

I I Office of Vocational Education I d h - . ? Q  
Application Number 

Division Agriculture of Vocational Education Instruct ion 
l - w T p l e t e d  Date Received 

Atlanta,  Georgia I - l d -a i  I 1-1.3-61 
2. Person to Contact I C u r t i s  Corbin, Jr .  

Working Title 
Sta te  Supervisor 

Telephone Number 
656-4077 

- .~ __ _ _ ~ ~ _ _  
3. Action Requested 

a. 
b. 
c. 0 Amend Application No. - CheckOne: Cl Change; 0 Supercede; 0 Void 

W Establish Retention Schedule; record w ~ l l  continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 

A g r i c u l t u S e  Educat ion Program of Work F i l e s  L ___ 

4. Dates of Series 
Earliest Latest 

1973 I t o  date 
What is  the function of the Division and the Office in which this record series i s  created? 

The Divcsion of Vocational Instruct ion is responsible f o r  developing policy re la t ing  t o  
vocational ins t ruc t ion  a t  the secondary and postsecondary leve l ;  par t ic ipat ing in  the 
development of the S ta t e  Plan for  Vocational Education; developing vocational education 
program standards r e l a t ing  t o  instruct ional  areas;  providing consultative services  to 
local school systems involving a l l  phases of the instruct ional  process; par t ic ipa t ing  on 
evaluation of local school s y s t e m s '  vocational programs; reviewing arch i tec tura l  plans 
f o r  local school systems' voactional f a c i l i t i e s ;  reviewing reques t  fran local systems 
for  the purchase of equipment; reviewing vocational education ins t ruc t iona l  materials; 
reviewing preservice and in-service t ra ining programs; and supervising vocational student 
organizations a t  the s t a t e  leve l .  

6. Division and Office Function 

teachers.  

Includedare: DE Form 0162 (Program of Work) 
DE Form 0101 (Request fo r  Approval of Equipment Purchases) 
R e 1  a ted correspondence 

Fde isarranged: alphabetically by  school system 

How often are records referred to which are: 

9 n e  to six months old ; Seven to twelve months old --; Thirteen to twenty-four months old 

Letter-size drawers 

AR--50-71. Rev. 76 (Over 



Place an "X" in the prop-1-tmn.l 

e rsmt?  .. 

-~ ~~ 

~- 
ntire file for a long period, could these 

uined in this series ever publirhedl If yes. attachmy,_ 
ontained in this series ever analyzed and/or recorded in a summarized report? 

~ Annual~ report  L~ - .. . ~ ~~ 

-i. luhis-series formwimpsrt ion efir)Lrew lar I m i c r  ofilmed? 
rd series result in a ccmp utermrintout? 

The following requires the series to be kept: 

a. State Law d. Audit period -- 
b. Statute of limitation -~ -years. e. Administrative need 
c. Federal law f. Federal retention instructions 

__ -then, 

- -~ -~ - ._ 
12. Approved Dirp&on Instructions This agency recommends that the f i le series be cut off a t  the end of each: 

, I  -- , & .. . :-,. ? .. I . I . . _ .  .> '." 0 Calendar Year; kd .Fi'scal'Year; 0 Other , ,  y , . < . , ,  , , ,  

Hold in the current files area --month(s) -. 1 year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-~year(sl; then 
~ -yeark); then 

Destroy. 

Recommendations in 

( I f  disapproved, attach letter 
graph 12 are approved. 

of explanation.) 

Attorney GeneralDesignee 
4R-50-71; Rev. 76 


